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Why do we need a plan? 
 
 
An emergency can have a significant effect on your community. It will help if 
you develop the ability to help each other at a local level. This will assist if 
emergency services are overloaded and will lessen the impact of the 
emergency on the community. Examples of emergencies that may impact 
your community include: 
 

• Fire 
 
• Extreme weather 
 
• Flooding 
 
• Utilities failure 
 
• Chemical spill 
 
• Transport collision 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This Emergency Guidance is provided as general information about planning 
for emergencies. It is not intended to replace detailed guidance and planning 
specific to you and your business. You should consider whether you need to 
obtain this. To the extent permitted by law, Norfolk County Council and 
NORMIT excludes any liability arising from the use of the Emergency 
Guidance and plans. 
 
 
 



How could your community be affected? 
 
 
 
 
An emergency can cause: 
 

• Death or injury of people 
 

• Loss or damage to: 
 

 Homes, businesses, community buildings 
 

 Road, rail, sea, or air transport networks 
 

 Electricity, telephone, water or gas networks 
 

 Supply of goods and services 
 

• Isolation 
 

• Large scale media focus 
 
 
 
 
 
 
 
The local community in the form of the Parish/Town Council may be involved in 
a number of ways: 
 
 
 
 

• As casualties 
 
• As first responders 
 
• Providing support to emergency 

organisations 
 
• Voicing community wishes 
 
• Providing input to community 

recovery 
 
• Helping to manage Emergency 

funds 
 
 
 



Writing your Community Emergency Plan 
 
 
 

Plans should be: 
 

• Simple, clear and concise 
 
• Regularly updated 
 
• Complimentary to the arrangements between Emergency Services, National 

Health Service, District and County Councils, and other responding agencies. 
 
 
 
 
 

 
 
 

Although there is no regulatory responsibility for Parish Councils to undertake 
the  writing  of  an  emergency  plan,  it  is  good  practice  to  make  some 
preparation for an emergency at a local level. 

 
The  planning  process  involves  a  number  of  steps,  it  is  imperative  that 
planning  is  not  undertaken  in  isolation  and  the  relevant  authorities  are 
consulted. 

 
 
 
 
 
 
 



The Template Guide 
 
 

Use this template guide to complete the plan template that follows. The guide 
highlights each area of the plan and gives a brief description and reason for its 
inclusion in the plan. 

 
 

Complete the information on the front page of the Plan Template. 
 
 
1.   The Emergency Co-ordinator 

 
This person should live locally and provide a vital link between the 
community and other organisations planning for and responding to an 
emergency. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.   Date 

 
 

 
 
 
3.   Distribution 

 
 
 
 
 
 
4. Aim and Objectives 

 
 
 
 
 
 
 

The Emergency Co-ordinator’s role is to: 
 

• Develop and maintain the Community Emergency Plan 
• Provide a link to the District (Council) Emergency Planning 

Officer 
• Call a community meeting during an emergency (if deemed 

necessary) 
• Provide the focal point for the community response to an 

emergency. 
 
The Emergency Co-ordinator should: 
 

• Have the backing of the Parish Council to represent their 
community 

• Have a good understanding of the community and 
surrounding area 

• Be willing to speak on behalf of the community. 

The date identifies when the plan was last updated. 

A distribution list shows who has a copy and ensures that when the 
plan is updated all existing plans are amended or destroyed. 

It is vital to state clearly the aim and objectives of the plan. What is it 
trying to achieve and what steps are to be undertaken to reach the 
aim? 



5.   Risk Analysis 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Risk is a statement of the chance of something happening that will 
impact on your objectives. Risk is normally considered in terms of 
impact and likelihood of a hazard affecting you. By assessing your 
risks you will be able to prioritise your risk reduction activities. 
 
There are many hazards that may disrupt your community, these 
include: 
 

• Flooding 
• Utility failure (electricity, water, telephones and gas) 
• Fire or explosion 
• Transport accident 
• Extreme weather 

 
The Risk Analysis in the Plan Template lists the hazards to your 
community, the impact of each hazard, any mitigation in place or 
possible and the Risk Matrix Score.  You will need to consider and add 
to the table, any additional hazards faced by your community. 
 
Hazard In this column list the hazards faced by your 

community. You will need to add further 
hazards to this list 

Hazard Impact List the physical disruption that may be 
caused. Consider any vulnerable members 
of the community, i.e. care homes, schools 
etc. 
 
e.g. Flooding 

• Loss of access and utilities (electricity, 
phones, etc.) 

• Water damage to homes and buildings 
Pond street prone to flooding including the 
care home 
 

Mitigation in 
place: 
 

List what you currently do that prevents or 
reduces the likelihood and or the impact of 
the hazard on your community? 
e.g. Flooding 

• Flood Sirens in use and Flood Wardens 
• Monitor Flood Warnings issued by 

Environment Agency 
 

Mitigation 
possible: 
 

List what additional actions can be taken to 
prevent or reduce the likelihood or the 
impact of the hazard on your community? 
e.g. Flooding 

• Floodgates / sandbags stored ready for 
use 

 
Risk Matrix 
score: 

As described below. 
 



 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Risk Matrix, shown below, helps you identify the higher priority 
risks for your community. When considering the score you should 
think about any mitigation currently in place. 
 
 

Risk Matrix 
 

 

 
 
 
 
 

By determining the likelihood of the hazard occurring (either high or 
low), then determining the impact that hazard has on your business, it 
is possible to rate the risk as A, B, C, or D. 
 
 
For example: 
 
 
The likelihood of flooding in your community: LOW (B or D) 
The impact flooding would have on your community: HIGH (A or B) 
The resultant score would be: B 
 
 
When completed, the Risk Analysis shows which are the highest risks 
to your community.  A being the highest priority risks and D being the 
lower priority risks. 

 
 
 

 



6.   Community Resources 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.   Communications 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

What resources are available to support the local community? 
 
How would these resources be accessed? It is important to liase with 
the District Council when making any decisions regarding the use of 
local buildings. 
 
This list should not aim to audit everything that is in the village. It 
should remain short (1 page or less) and highlight only major 
resources, e.g. 
 

• Shelter (Village Hall/Scout Hut) 
 

• Transport (4 x 4/tractors) 
 

• Local Voluntary Groups (WRVS/Salvation Army) 

Identify how the community can be contacted. Are there members of 
the community that may require alternative means to contact them? 
Consider the implications of the Data Protection Act when deciding 
what personal details you may want to list? 
 

• What methods for sharing information through the 
community could be used? 

 
• The community may have lost links to the telephone or 

electricity networks and alternative means of 
communicating may be required. 

 
• It would be helpful to any responding services to have a 

means to communicate to a significant amount of the 
population as quickly as possible. 

 
• Examples of organisations that could provide links into the 

community might include schools and religious groups. 
 

• In representing the views of the community it is also 
beneficial to have methods for the community to discuss 
issues.  This may take the form of a page on a community 
website or an Emergency Community Meeting. 



 
 

An emergency occurs - what do you do? 
Sections 8 and 9 of the plan provide an Emergency Action Checklist of 
actions that may be required in an emergency. 
 
8.   Activation and Call out 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Community Emergency Meeting Agenda 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This section of the template is in the form of a checklist for use during 
an emergency. 
 

• In the event of an emergency call 999 and ask for the 
appropriate emergency service. 

 
• The Emergency Co-ordinator should keep your District 

Council informed. 
 

• Ensure records are kept of all communications and 
decisions made. 

 
• Following contact with the District Council, other members 

of the community should be contacted. A system should be 
agreed to contact members of the community that have a 
role, for example; key holders, Councillors, Volunteers. 

 
• The Emergency Co-ordinator should consider a Village 

Emergency Meeting at the earliest opportunity. The 
meeting should include the widest possible audience to 
discuss the emergency. 

The safety of both the meeting site and access to the site should be 
considered when choosing the meeting location. Detailed minutes 
should be recorded. The below is only a guide and more items should 
be added to accurately meet the needs of the emergency. 
 
 
1 Briefing on the current situation, if possible Emergency Services 

or the District Emergency Planning Officer should undertake this 
briefing. 

 
2 Immediate actions to aid the response to the emergency. 

 
3 Actions required in the future to aid community recovery. 

 
4 Time and Date of Next meeting. 



 
 
10. Key Contacts 

 
 
 
 
 
 
 
 
11. Logging Sheet 

 
 
 
 
 
 
 
 
 

12. Geographical Map of your Community 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

This contact list should remain at the back of the plan so it is easily 
updated. It along with the logging sheet are also easily found in an 
emergency. The contacts should be updated regularly. 
 

It is essential to keep a log of the actions you have taken during an 
emergency and at what time. A blank copy of a log sheet is at the end 
of the Plan Template for use during an emergency. 

Put a map in your Community Plan to show the major facilities and 
vulnerable groups of people within your community.  This can include 
schools, industrial areas, community buildings, care / nursing homes, 
etc. 



 
 

Community Emergency Structure 
 
 
 
 
 

Emergency Services 
 
 
 
 
 
 
 

County Council 
Emergency Planning 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

District Council 
Emergency Planning 
 
 
 
 
 
Parish Emergency 

Co-ordinator 
 
 
 
 
 

The Community 
 
 
 
 
 
 
 
 
 
During a major emergency the Emergency Services will lead the operational 
response. 

 
As the structure suggests the County and District Councils provide support to 
the Emergency Services. They also undertake a number of actions specific to 
them. 

 
The Emergency Co-ordinator for your Parish would enhance the link from the 
community to the response via the District Council. 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 

Community 
Emergency 

Plan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This plan has been authorised by the undersigned on behalf 
of  ……………….  Parish Council. 

 
 
 

Name: 
 
 

Authority/Role: 
 
 

Signature: 
 
 
 
 
 



Community Emergency Plan 
 
 
 
Name of Community: 

 
 
 
 
 
1.Emergency Community Co-ordinator and Deputy: 

 
 
 
 
 

2. Date: 
 
 
 
 
 
 

3.Distribution: (List of people or places currently holding plan) 
1.  County/District Emergency Planning Officer ……………………. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 



4. Aim and Objectives 
 
 
 

Aim of the plan: 
 
 

To increase the short-term community resilience. 
 
 
 
 
 

Objectives of the plan: 
 
 

1.  Identify vulnerable elements of the Community 
 
 

2.  Identify hazards and possible mitigation measures 
 
 

3.  Identify resources and key contacts in the community 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Emergency Co-ordinator: 
A person living locally who provides a vital link between the community 
and other organisations planning and responding to an emergency. 
 
 
Their role is to: 

• Undertake the completion and maintenance of the 
Community 

• Emergency Plan 
• Provide a link to the District Emergency Planning Officer 
• Call a community meeting during an emergency (if deemed 

necessary) 
• Provide the focal point for the community response to an 

emergency. 
 



5. Risk Analysis 
 
 

Risk Matrix Score:     A = HIGH Likelihood and HIGH Impact 
B = LOW Likelihood and HIGH Impact 
C = HIGH Likelihood and LOW Impact 
D = LOW Likelihood and LOW Impact 

 
 

Hazard Impact Mitigation in 
place 

Mitigation 
possible 

Risk matrix 
score 

 
 
Flooding 
 
 

    

 
 
Total or partial 
loss of gas 
 

    

 
Total or partial 
loss of 
electricity 
 

    

 
Total or partial 
loss of water 
 
 

    

 
Severe 
weather 
 
 

    

 
 
Major fire 
 
 

    

 
Loss of road 
access 
 
 

    

 
 
 
 
 
 
 
 
 



5. Risk Analysis (cont.) 
 
 
 

Risk Matrix Score:     A = HIGH Likelihood and HIGH Impact 
B = LOW Likelihood and HIGH Impact 
C = HIGH Likelihood and LOW Impact 
D = LOW Likelihood and LOW Impact 

 
 

Hazard Impact Mitigation in 
place 

Mitigation 
possible 

Risk matrix 
score 

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 



6. Community Resources 
 
 

Resource (including details) Contact Capacity (No of) 
 

 
 

  

 
 

  

 
 

  

 
 

  

  
 

 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  
 

  
 

 

 
 

  
 

 
 

  

 
 

  

 
 
 
 
 



7. Communications 
 

Communication system Contact / 
Responsibility 

Comments 
 
 

Information Boards 
(including location) 
 
 

  

Parish Council Meeting 
 
 

  

Parish magazine 
 
 

  

Cascade phone system 
 
 

  

Email or website 
 
 

  

 
 
 
 
 
 
 
 
 



Emergency Action Check list 
 

8. Activation and Call out 
 

Dial 999 ensure the emergency services are aware of the 
emergency follow any advice given 
 

 

Contact your District Council (see contact sheet) 
 
 

 

Use the suggested log sheet at the back of the plan to 
record: 

• Any decisions you have made 
• Who you spoke to and what you said 

 

 

Contact other members of the Community that need to be 
alerted: 

• Those specifically under threat 
• The Parish Council via the Parish Clerk 
• Volunteers and key holders that may be needed 

Contact initially may be to inform them of the 
emergency or inform them of current Emergency 
Service advice regarding any action to be taken. 

 
 

 

 
9. Community Emergency Meeting 
 
Is a Community Emergency Meeting necessary? 
  

Is the venue safe to hold the meeting and can people get 
there safely? 
 

 

Has the District Council been informed you are holding a 
Community Emergency Meeting? 
 

 

Has the community been informed there will be a meeting? 
  
Take a copy of the First Agenda to the meeting. 

 
 
 

Under no circumstance should you put yourself or others 
at risk to fulfil these tasks 

 



 

10. Contacts 
 
 
Service  / Role Telephone 

Number 
Website or email 

Emergency Services 
(emergencies only) 
 

999  

Emergency Coordinator 
 
 
 

  

Deputy emergency 
Coordinator 
 
 

  

Local Council 
 

  

Norfolk County Council 
 
 

0844 800 8020 www.norfolk.gov.uk 

Police HQ 
 

0845 456 4567 www.norfolk.police.uk 

Fire and Rescue Service 
 

01603 810351  

NHS Direct 
 

0845 4647  

EA Floodline 0845 988 1188 www.environment –
agency.gov.uk 

Local Doctors Surgery 
 

  

Parish Clerk 
 

  

Places of worship 
 

  

Post Office 
 

  

Keyholders 
 

  

School 
 

  

   
 
 
 
 
 
 
 
 



 

11. Log Sheet 
 
 
Date Time Information /  decisions / Actions Initials 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

 
 
 
 
 
 
 
 
 



 

12. Geographical Map of your Community 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This Emergency Guidance is provided as general information about planning for 
emergencies. It is not intended to replace detailed guidance and planning specific to 
you and your business. You should consider whether you need to obtain this. To the 
extent permitted by law, Norfolk County Council and NORMIT excludes any liability 
arising from the use of the Emergency Guidance and plans. 
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Promoting Resilience and Business Continuity 


